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Iene wusydenus

I_[em,}o HU3YUCHHA NUCHUIIIIMHBL ABJISICTCA O3HAKOMJIICHHUE CTYACHTOB C HOPMATUBHO-

rocygapcTBeHHON BiacTu Poccuiickoi
®denepanyu, opraHax rocy/1apcTBEeHHOM
BJIACTH CyOBEKTOB Poccuiickoii
denepanuu, opraHax MECTHOTO
CaMOYIIPaBJICHUs, TOCYIapPCTBEHHBIX U
MYHHULWMANBHBIX — OPEANpUATHSAX U
YUpEKACHUSIX, HaYYHBIX U
00pa3oBaTeIbHbIX OpraHu3anusx,
MTOJINTUYECKHUX MapTHsX,
00IIeCTBEHHO-TTOJIUTHYECKHX,
KOMMEPUYECKUX M HEKOMMEPUYECKUX
OpraHMU3aLNAX

JUCLUIUINHBI METOAMYECKOH 0a30i  JeNompou3BOIACTBA, TPEOOBAHUSIMH  I'OCYAApPCTBEHHBIX
CTaHIApTOB B  00JacTH  JENONPOM3BOICTBA, YHU(PHUUUPOBAHHOM  CHCTEMOH
JOKYMEHTalluh M Kilaccu(UKauu JOKYMEHTOB IO Ha3HA4YCHHWIO; (OPMHUPOBAHHE
MPaKTUYeCKUX HABBIKOB U YMEHHMU COCTaBJICHHs M OQOPMIICHHS OpPraHU3allMOHHO-
pacnopsAUTENIbHBIX JOKYMEHTOB; OBJIAZICHHE OCHOBAaMM HaJJeKallleil opraHu3aiiu
JOKYMEHT0000pOTa B OpraHU3alin

Mecro b1.B.09

JUCLUIUIMHBI B

y4eOHOM IUTaHe

Oobmas 4/144

TPYZLOEMKOCTb

JOUCILUIIIIMHBI

3.e/ 4acoB

Cemectp 4

®opmupyembie | [IK-4. Bmameer HaBbikamu BemeHus [[IK-4.1. YMeer cocTaBisTh W HCIIONB30BaTh

KOMIICTCHIIM ACIOIPOU3BOACTBA " |OpTraHnU3alluOHHO-IIPABOBLIC,
JOKyMEHT0000poTa B OopraHax [paclopsauTelbHble W MH()OPMAIMOHHO-

CIIPaBOYHBIE IOKYMEHTHI,
[1K-4.2. YMeeT OpraHu3oBBIBATH IPOIECCHI
DKCIEAMIIMOHHON 00pabOTKH JIOKYMEHTOB,
MOCTYTAFOIIAX B OpTaHH3AIIHIO, 1504
PAaCCMOTPEHUs, PAalMOHATIHHOTO JBW)KEHUS
BHYTPH OpraHH3aIlkH, KOHTPOJIS
VCTIONTHEHHsI, OOpa0OTKH WCIIONHEHHBIX |
OTIIPaBIISIEMBIX JOKYMEHTOB.

[1K-4.3. Braneetr HaBBIKAMH OCYIIECTBICHHUS
OCHOBHBIX JICJIONPOU3BOICTBEHHBIX|
onepauuii ¢ nokymentamu; [1K-4.4. Brnaneer
METOI0JIOTHEH OIEHKH aKTYyaJIbHBIX MPOOJIeM
OpraHu3aIAH JIOKyMEHTO000poTa B

OpraHu3aluu.

3HaHUA, yMEHUS

3namsb: HOPMATHUBHO-METOAMYECKYI0 0a3y jmenmompom3BoicTBa B Poccuiickoit

Y HaBBIKH, ®enepanny, rOCy1apCTBEHHOTO PETYTUPOBAHUS JOKYMEHTAIIMOHHOTO OOECIIeYeHNs;
MOJTy4aeMbI€ B 0COOEHHOCTH $I3bIKA M CTHJI COCTABJICHHUS CIYXEOHBIX TOKYMEHTOB; CIECHU(PUKY
pe3ynbTaTe opraHuzanud  HMHQOPMALMOHHO-TIOUCKOBOM CHUCTEMBI M KOHTPOJS HCIIOJHEHUS
OCBOEHUS JIOKYMEHTOB;
JUCIUIITNHBI Ymems: opraHnzoBbIBaTH TOKYMEHTOOOOPOT M AOKYMEHTAJILHOE COIPOBOXKICHHE
paboTbl B oOpraHax TroCyJapCTBEHHOW M MYHHMLUMIAJbHOH BJIAaCTH W HHBIX
OpraHM3aIINAX;
Bnademb: TmpakTUYeCKMMH HaBBIKAMH COCTaBJeHHA, 00pabOTKM U pPadOTHI C
JOKYMEHTalMe! Pa3IndYHOro YPOBHS U HAIIPaBJICHUH.
Coneprxanue Baenenue B aenonpoun3BoacTBo. [ToHATHITHBIN anmapar aenonpousBojcTa. Mcropus
JTUCITUTUTAHBI Pa3BUTHUS CHCTEMBI TOCYJAPCTBEHHOTO AeNonpon3BoacTBa. Kiaccudukanms, MeToabt

U CIIOCOOBI JIOKYMEHTHPOBAHHS: HCTOPHS M COBPEMEHHOCTh. 3aKOHOJATENbHAs U
HOPMaTHBHO-METOJIUYECKAs] OCHOBBI  JICTIONMPOU3BOJCTBA. 3aKOHOJATENbHBIE U
mpaBoBbie akTel P®, I'OCTel B chepe wuHbpopmaimu, IOKYMEHTOBEIACHHS WU




JeNonpon3BoAcTBa. ['ocyapcTBeHHBIE CTaHIApThl Ha JOKyMeHTH.. HopmaruBHBIE
nokyMeHThI, kiaccudurarops, [CIAOY. TOCT P 7.0.97-2016. Bunsl, ¢yHkiuwm,
TUTBI, CTPYKTypa VYIOpaBIEHYECKUX JOKYMEHTOB. Buabl, (QYHKIUM ¥ THIIBI
nokymMeHToB. CTpykTypa mAOKyMeHTa. PexkBU3UTBI JoKyMmeHTa. TpeOoBaHus K
opopmireHuto  AokymMeHTOB. (CocTaB pEKBH3WTOB, Ha3HauYe€HHE, OCOOCHHOCTH
opopMIICHUST pPa3IUYHBIX BHAOB OjankoB. bmankwm. TpeGoBamms K OnaHKam
JNOKyMeHTOB. Bunawl cucrem nokyMmenTanuu. CucTeMa OpraHM3allMOHHO-IIPaBOBOM
nokymeHTanuu.  [loHATHE  OpPraHM3alMOHHO-TIPABOBBIX,  PAaCIOPAAUTEIBHBIX,
nHGOPMALMOHHO-CIIPABOYHBIX ~ TOKYMEHTOB. Buasl opraHu3alMOHHO-IIPABOBBIX
noKyMeHTOB. TpeboBaHusi K 0OQOPMIICHHIO OPraHU3AIIMOHHO-TIPABOBBIX JTOKYMEHTOB.
Cucrema pacnopsaauTeNbHON TOKyMEHTAluK. JJOKyMEHThI, U3/1aBaeMble B YCIOBHUSIX
KOJIJIETHATIbHOCTH. JIOKYMEHTBI, U34aBaeMble B YCIOBHSAX €IMHOJUYHOTO HPUHATHS
pemiennii. Ilponeaypbl TOATOTOBKM JOKYMEHTOB, H3/1aBa€MBIX B YCJIOBHUSAX
KOJUIETMaJIbHOCTH, U IOKYMEHTOB, M3/1aBAEMBbIE B YCIOBHAX €UHOIMYHOTO MPUHATHS
pemennii. [Ipukaser u ykaszel. OdopMieHrne IpruKa3oB U YKa30B. Y HUGHUIINPOBAHHEIE
¢hopmel. [Iprka3el M0 OCHOBHOW AESITETFHOCTH M JIMYHOMY cocTaBy. [locTaHOBIeHHS
u pemenusi. OdopmileHHE MOCTAHOBICHUH W pPelICHU. YKa3aHUs W PaclopsHKEHHS.
Cucrema wHPOPMAIIOHHO-CIIPABOYHOW HoKyMmeHTanuu. CoctaB WH()OPMAMOHHO-
CIpPaBOYHBIX  JOKyMEeHTOB.  JlokmamgHas — 3amucka, — CiOy)keOHas — 3alucKa,
oObsICHUTENbHAsL 3amucka. [Ipe/ioskeHus, TpeAcTaBieHUs, 3asBieHus. JlenoBas
nepenucka. OdopmiieHHEe TPOTOKOIOB, AKTOB, CIPABOK, 3aKJIIOUEHHI, OT3BIBOB,
CBOJIOK, CIHCOKOB, TmepedHeid. JIOKyMeHTHI Mo TUYHOMY cocTaBy. Kamnduxamms
JOKYMEHTOB IO Ju4HOMYy coctaBy. CocraB JHYHOTO Jiena pabOTHHKA.
Yuudunuporanueie Gpopmbl. HazHadueHue ¥ BUIIbI HOMCHKIATYPHI Jien. TpeboBaHus,
NpeObsBIsieMble K COCTABICHUIO M 3aloJHCHHIO (OpPMBI HOMEHKIATYpHl M€
opranmzauuu. IlpaBuna ¢popMHUpOBaHUS Pa3NUYHBIX KaTETOPHM JOKYMEHTOB B JI€a.
OTBETCTBEHHOCTL 3a COXPAaHHOCTb JOKYMCHTOB. ITonsitue «OKCIIEPpTH3a LEHHOCTHU
nokymeHToB».  Ilonsatne  «odopmiienue  nena».  OcCHOBHbIE — TpeOOBaHUS,
npenbsasisieMble K opopmiieHuto naen. lloaroroBka nen K apXMBHOMY XPaHEHHIO.
Opranmzanust  JOKyMeHTooOopoTa. Perucrpanns #  y4yeT TOCTYHAlOMIMX B
OopraHus3anuio J0KyMCHTOB. HO):[FOTOBKa " perucTpanyda OTIpaB/IsICMbIX JOKYMCHTOB.
[IpoxoxneHne BHYTPEHHHX JOKYMEHTOB. Y4eT o0beMa JIOKyMEHTO00OpoTa.
Kontponpe wucnonHenus IoKymMeHTOB. Pabora ¢ [HOKy-MEHTamHM, COJAEpKalluMH
cirykeOHyr0 nHpopMmanmo. OrpaHHYeHHOTO pacrnpocTpaHeHus. Homenknarypa e,
MOJrOTOBKA JIEN JJIsl XpaHEHHUS B apXUBE.

Bubl yueOHo# | JIeKiuu, MPakTHYECKHE, TECThI, CAMOCTOSATEIbHAS paboTa.
paboThI

HepequL OCHOBHOH 1 ,Z[OHOJ'IHPITeJ'ILHOfI JINTCPATYPHI, HCO6XOILHMOﬁ JJIs1 OCBOCHUA JHUCITUIIIIMHBI

a) ocHogHaA Tumepamypa

1. breikoBa, T. A. JlokyMeHTallmOHHOE OOECICUCHNE VYIPABICHUS (IEIOMPOU3BOJCTBO): yUeOHOE
nocooue / T. A. beikoBa, T. B. Ky3uemnora, JI. B. Cankuna, moja oOmieit pemakumedr T. B.
Ky3neuoBoii. - 2-e u3a., mepepad. u mom. - MockBa: UHOPA-M, 2020. - 304 c. - ( Beicuee
o0Opa3oBaHue: Bakanaspuar). - ISBN 978-5-16-004805-5. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamienus: 17.05.2021). - Pexxum nocryma: mo
MOJMUCKE. - TeKCT: 31eKTPOHHBIM.

2. KaGamos, C. }). DnekTpoHHOE NPaBUTENBCTBO. DJIEKTPOHHBIA IOKYMEHTOOO0OpOT. TepMHMHBEI H
omnpenenenus: yaeonoe mocodbue / C.10. Kadamos. - Mockea: UHOPA-M, 2021. - 320 c. - ( Beiciiee
o0Opa3oBaHHeE: Bakanaspuar). - ISBN 978-5-16-006835-0. - URL:
https://znanium.com/catalog/product/1132150 (nata oopamenus: 17.05.2021). - Pexxum goctyna: mo
MOJIHUCKE. - TeKCT: 3JIEKTPOHHBIH.

3. Kupcanosa, M. B. Kypc nenonpousBoacTBa: IOKYMEHTAILMOHHOE OOCCIICUCHHE YIIPaBICHUS:
yaebHoe mocobue / M.B. Kupcanosa, FO.M. AkceHoB. - 6-¢ u3., ucrp. u gom. - Mocksa: UHOPA-
M, 2020. - 257 c. - ( Boicuiee oOpaszoBanue: bakanaspuat). - ISBN 978-5-16-006789-6. - URL:
https://znanium.com /catalog /product/1088888 (marta obparenus: 17.05.2021). - Pexxum goctymna: mo
MOAMUCKE. - TEKCT: 3JEKTPOHHBIH.




Kyszuenos, U. H. JlenonpousBoactBo: yueOHO-cripaBouHOe mocoome / M. H. Kysnuernos. - 9-¢ u3g.,
nepepad. - Mocksa: JamkoB u K, 2020. - 405 c. - ISBN 978-5-394-03881-5. - URL.:
https://znanium.com/catalog/product/1093496 (mnara oopamenus: 17.05.2021). - Pexxum nocryma: mo
MOAMUCKE. - TeKCT: 3JIEKTPOHHBIN.

OCHOBBI JeNONPON3BOICTBA: yueOHoe mocodme / A.M. Acammes, 1.1. Muponosa, E.A. Kocapesa,
I'l. BykoBu4. - 2-¢ w3n., wchp. U jgomn. - Mockea: UH®PA-M, 2021. - 146 c. - ( Beicmee
oOpa3oBaHue: Bakanaspuar). - ISBN 978-5-16-015831-0. - URL:
https://znanium.com/catalog/product/1246746 (mata obpamenns: 17.05.2021). - Pexum goctyma: mo
MOJMKUCKE. - TeKCT: 3JIeKTPOHHBIH.

[Manacenko, 0. A. Jlenonpon3BoACTBO: TOKYMEHTAIIMOHHOE OOECIIEUCHUE yMpaBieHHA: ydeOHOe
nocooue / FO. A. Ilanacenko. - 3-¢ u3n. - Mocka: PUOP, UH®PA-M, 2016. - 112 c. - ( BO:
bakamaspmar). - ISBN 978-5-369-01054-9. - URL: https://znanium.com/catalog/product/542773
(mara obpamenus: 17.05.2021). - Pexxum moctyna: 1mo moamucke. - TEKCT: 3JeKTPOHHBIH.
[MoaroroBka u penaktupoBanue JokymeHToB B MS WORD: yuebnoe nocobue / E.A. bapunosa, A.C.
bepesuna, A.H. [Iemekun, E.H. Crenypo. - Mocksa: KYPC: UTHOPA-M, 2021. - 184 c. - ISBN 978-
5-906923-23-3. - URL: https: //znanium.com/catalog/product/1361797 (mara oOpameHus:
17.05.2021). - Pexxum gocTyma: 1mo HoAmucKe. - TeKCT: 3JeKTPOHHBIH.

0) oonoanumenvuasn yuebnasn aumepamypa
KupcanoBa, M. B. Kypc nenompomsBojacTBa: JOKYMEHTAIMOHHOE OOeCTeueHHe YIpPaBICHUS :

yuebHoe mocooue / M.B. Kupcanora, KO0.M. AxceHoB. — 6-¢ u3a., ucnp. u gon. — Mockga :
NHOPA-M, 2020. — 257 c. + [Jom. marepuaisi [ DneKTpoHHBIN pecypc]. — (Bricmiee oopazoBaHue:
bakamaBpmar). - ISBN  978-5-16-006789-6. - Tekcr : osmekrponnbrii. - URL:

https://znanium.com/catalog/product/1088888 (nara oopamenus: 10.06.2021). — Pexxum mocryna: no
MOJIITUCKE.

bpeckuna, H. B. OcHoBHI nenonponsBocTa: yuedHnoe mocodue / H. B. bpeckuna. - CtaBpomnos:
CK®YVY, 2014. - 123 c. - URL.: https://e.lanbook.com /book /155545 (nara obpamienns: 17.055.2021).
- Pesxxum moctyna: [uist aBTOpU3. MOJIb30BaTeNel. - TeKCT: 311eKTPOHHBII.

[Manacenko, 0. A. Jlenompou3BOACTBO: MTOKYMEHTAIIMOHHOE OOECIEeUYCHUE YIpaBieHUs: YueOHoe
nocooue / Ilanacenko 10.A., - 3-e m3n. - Mocksa :PUOP, UH®PA-M, 2016. - 112 ¢. - (BO:
bakanaspuar). - ISBN  978-5-369-01054-9. - Tekcr : oanekrponnsid. - URL:
https://znanium.com/catalog/product/542773 (narta oopamienus: 10.06.2021). — Pesxkxum octyma: mo
MOJIIUCKE.

[MoaroroBka u penaktupoBanue nokymeHToB B MS WORD : yuebnoe mocobue / E.A. bapuHosa,
A.C. bepesnna, A.H. IIeumekun, E.H. Crenypo. - Mocksa : KYPC : UHOPA-M, 2021. - 184 c. -
ISBN 978-5-906923-23-3. - Tekcr : AJNIEKTPOHHBIHA. - URL:
https://znanium.com/catalog/product/1361797 (nara oopaimenus: 10.06.2021). — Pexxum moctyna: mno
TOJTTIHCKE.

BeikoBa, T. A. JlokyMeHTalMOHHOE oOecrevYeHne YIpaBicHUs (JAeTONPOU3BOACTBO) @ y4deOHOE
nocooue / T. A. beikosa, T. B. Ky3uernosa, JI. B. Cankuna ; mox o6ur. pea. T. B. Kysuerosoit. — 2-
e u3a., nepepad. u gom. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsiciiee obpa3zoBanue:
bakanaspuar). - ISBN  978-5-16-004805-5. - Tekcr : oamektponnsii. - URL:
https://znanium.com/catalog/product/1078152 (mata obpamienus: 10.06.2021). — Peskum mocTyma: 1mo
MOJIITUCKE.

Kysznenos, U. H. Jlenonpou3BoacTBo : yueObHO-cripaBouHoe niocobue / Y. H. Ky3nenos. - 9-¢ m3n.,
nepepad. — Mocksa : JlamkoB u K, 2020. — 405 c. - ISBN 978-5-394-03881-5. - Tekcr :
anekTpoHubii. - URL:  https://znanium.com/catalog/product/1093496 (mata  oOpaieHus:
10.06.2021). — Pesxum ocTyna: 1o MOJIIHCKE.

OCHOBBHI JIelI0NPON3BOJICTBA : yueOHOoe nmocobue / A.M. Acamues, U.1. Muponosa, E.A. Kocapesa,
I'l'. BykoBuu. — 2-e u3f., uchp. u jgorn. — Mocksa : UHOPA-M, 2021. — 146 c. —(Beiciiee
obpasosanme: bakamaBpuar). — DOl 10.12737/24426. - ISBN 978-5-16-015831-0. - Tekcr :
anexktpoHubiid. - URL:  https://znanium.com/catalog/product/1246746 (mata  oOpamicHus:
10.06.2021). — PesxuM I0CTYyTIA: TI0 TIOAITUCKE

®opma
MIPOMEKYTOUHOU
aTTecTaluu

4 cemecTp - dK3aMeEH.
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